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| ntr oduction

Purpose of the Dashboard

The Commonwealth Mgor IT Project Status Report Dashboard presents
the Secretary of Technology, sponsoring Secretariats, and proponent state
agencies with a succinct and timely summary of the status of their major
information technology projects. In the Commonwedth of Virginia,
major IT projects are those projects exceeding $1 million in estimated
tota project cost and deemed mission critical, or having enterprise
significance.

This Internet accessible system provides decision makers with a visua
status indicator, or dashboard, for each major project, along with links to
detailed information. The dashboard establishes a common framework for
agency staff, Secretariats, and oversight committees to periodically update
project activity, monitor progress, and assess risks.

Description of the Dashboard Application

The Dashboard is a web-based application and associated database
maintained by the Department of Technology Planning. The application
consists of five major sections:

0 Homepage: one-stop access to updates, alerts, and schedules
regarding the Dashboard.
Project List: presents the projects a user is authorized to access
Project Background: displays basic project information
Status Report List: lists the status reports in chronological order
Status Report: presents the project status indicators and associated
comments

o Detail Status Report: provides additional information elating to

the status indicators.

The application provides screens for the entry, approval, and evaluation of
monthly status reports.

o O Oo0O0

User Roles

The Dashboard incorporates a multi-level status report creation and
approval process. Four roles are defined for Dashboard users:
0 Project Manager
Agency individua appointed and given responsbility for
management of the project.
Dashboard role. Create Status Reports, Manage Project
Information.
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0 Agency Viewer
Agency CIO or Agency Management that is involved in projects of
the Agency.
Dashboard Role: View status reports and project background at
the agency level.

0 Agency Sponsor
The agency executive who makes the business case for the project;
in effect the “owner” of the project.
Dashboard Role: Approve Status Reports.

0 Secretary
The Secretary that oversees the agency conducting the project.
Dashboard role: Evaluate Status Reports.

0 Enterprise
DTP Staff, Secretary of Technology Staff, or others designated by
the Secretary of Technology to view.
Dashboard role: View status reports and project background at the
Enterprise level.

0 Secretary of Technology
Required by code to periodically review maor IT projects.
Dashboard Role: Comment on Status Reports.

Status Reporting Cycle

Status reports are produced at the beginning of each month, based on the previous
month’s activity. By the sixth business day of the month, the project manager
creates a draft status report. The agency sponsor approves the draft status report
by the ninth business day of the month. The Secretary evaluates the approved
status report by the 12" business day. On the 13" business day of the month the
reports are available to the Secretary of Technology for comment. The status
reporting cycle is depicted in the following diagram.
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Beginning of the Month

12th Business Day

6th Business Day

’ 9th Business Day ’ 13th Business Day

5 Secretariat evaluates
Project Manager

: Status Report
creates Status Report P

Agency Head Secretary of Technology

approves Status Report reviews Status Reports
REPORT ON THE PRIOR MONTH
Satus Reporting Cycle

The Automatic Email notification system is based upon the Status Report Cycle.
See Appendix B for details about the Automatic Email system.

Homepage
The Dashboard Homepage provides one-stop access to pending tasks, new

features, reporting schedules, maintenance schedules, and help contact
information. Homepage Sections may change over time.
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3 Commonwealth Major IT Projects Status Report Dashboard - Microsoft Intern
J File Edit ‘iew Favorites Tools Help || Back ~ = - @) 3] &} | Dsearch

r i IEII ZI
|3 Favorites @Media A ”IJ Links ”_

Commonwealth Major I'T Project Home | About | view Projects | Manage Your Information | Help | Log OF 24

Status Report Dashboard Manage Project Info | Insert Praject | User Managernert | Yisibilty |

Feports
Current Project: Mo Project Selected

Commonwealth Major IT Project Status Report Dashboard Homepage @

ened to the Project List Page? “our Pending Tasks

Go To the Project List Page None
We have constructed this homepage to present Dashboard Status Reporting Cycle Schedule
information in a single location. Here vou will see Reporting schedule for the August status report |
announcements, the status report due dates for the month, Sepl 10 - status report covering July and August activity
and a list of recent systern changes. The page provides drafted by project managers
aceess to the training materials and help contact information. Sepl 13 - draft status report approved by agency head or
Announcements IR
Friday, August 23, 2002 225:.(3:88“; approved status report evaluated by proponent
Juby and A t project activity will b rted in the August

ulyeand Augustprolgstacvlyiw g RL ? s The monthly reporting cycle will resume with the August
status report. The July status report will be skipped to -

provide time to resalve reporting issues with users and

implement automatic email notification and the other minor

corrections. Syatern changes implemented on August 30, 2002
Scheduled Dashboard Maintenance J

« Automnatic email notification. Automnatic email

Mone I . S

notification of pending action is generated at approval
[Dashboard Training Materials J points in the raporting cycle.
Hleme Mloseiinl ved 71 Bflinwnnn B oo Fila T onenad #0508 WM a Tasks nendinn sectinn nn hamanans This sectinn LI

Dashboard Homepage

Y our Pending Tasks
The Pending Tasks section is a personalized section to alert the user to
tasks awaiting their action. For example, if an Agency Sponsor logs into
the Dashboard, and one of the projects under the Agency has a status
report that has not been approved; a message stating “1 status report(s)
awaiting agency approval for September 2002” will appear in the “Your
Pending Tasks® section of the homepage for that Agency Sponsor.

Status Reporting Schedule
The Status Reporting Schedule section displays the reporting schedule for
the current month. The schedule changes at the beginning of every month.

Announcements
The Announcements section displays important messages from DTP about
the Dashboard.

New Features
The New Features section displays new features implemented recently and
pending feature implementations.
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Organization of the Common and Role Specific Functions

The remaining two sections of this manual describe the common and role specific
functions in the Dashboard. The description of each function contains four parts:
Overview, How to Launch the Function, How to perform the Function, and Notes.
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Common Functions

Accessand Login

= QOverview
This section describes how to access and login to the Dashboard.

= How to launch the function
To access to the Dashboard, point your Web browser to the Department of
Technology Planning (DTP) Website at http://www.dtp.statevaus. In the
“What’s New” box on the right of the DTP homepage; select the “ Status Report
Dashboard for IT Projects’ link, which takes you to the Dashboard login screen.

= How to perform the function

At the Dashboard login screen enter your user name and password, and then click
GO.

Commonwealth Major IT Project
Status Report Dashboard

Fublic Wiew of Major IT Project Information

Usemame: |

Faszwiord: |
Gol| Clear

Dashboard Login Page
= Notes

If the DTP website is unavailable, you can access the Dashboard application on
the DTP application server by connecting to http://apps.dtp.state.va.us/Dashboard.

To change your password, see “Managing Personal Information”.

Call DTP if you need help logging in, at 804-225-3622.
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Y our user name may be associated with multiple roles. For example, you may be
both the project manager and the agency sporsor for a project. Asnoted in the
Introduction, each role performs different functions. If you are assigned multiple
roles, upon login you will be asked to select a role from a drop down box.

Commonwealth Major IT Project
Status Report Dashboard

Tou have multiple roles in yvour profile.
Please select one profile and click "Go".

|Prn:njeu:t Manager_:l
Go| Clear |

Multiple Role Page
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Selecting Projects and Associated Actions

= Qverview

The Project List page is the starting point for using the Dashboard. Once you
have logged in the project list page lists the projects that you are authorized to
access and provides key information about each project. If the list contains more
than eight projects, the projects are continued on the next page. The list can be
sorted in avariety of ways by using the sort options presented in a drop-down box

in the upper right of the page. The list can also be changed to display only
projects based on display category.

= How to launch thefunction

3 Commonwealth Major IT Projects Status Report Dashboard - Microsoft Internet Explorer 3 IEIIlI

rer
| Ele Edit Wiew Favortes Tools Help || Back + = - @ 4] &} | Qisearch [GFavorites GliMedia O ”“Links »ﬁ
& Commonwealth Major IT Project Home | About | Wiew Projects | Manage ‘our Information | Help | Log OF =
Status Repﬂrt Dashboard Manage Project Info | nsert Project | Liser Management | Visibilty |
Reports
Current Project: No Project Selected
Project List® &

[+] Show Display & Sort Options [-] Hide Display & Sort Options

Display & Sort Options
1.Select display category & All ©C Pending Approval © Active © Pending Clossout b

Sort: Primary| Secretariat =l secondany |Agency vI

Quick Launch:l\fiewthe project background j far
project | Comprehensive Environmental Data System j GDl

IPage: 2212345 ==viewing projects 9 to 17 ofST.!

Setretnas Etlgann Sponsoring Secretariat Evaluation

Agency: The College of William & Mary R g

Formal Title: Mastering ﬁdmmlstratme Systemns & July August

Technologies

Estimate At Completion (EAC): 36,366,150 Mone Mone

|Category: Active Project Action: I\-’iew the project hackground j E‘

! : -

Secretariat: Education . . ; ‘

|n _______ e Sponsoring Secretariat Evaluation [l
Project List Page

To Sort the Project List, first choose a display category, and then select a primary
sort and/or a secondary sort field from the Sort box in the upper right of the
Project List page and click GO.

The Project List page is separated into multiple pages for viewers that have access

to over 8 projects. To change pages, click the page number or the double right
arrow in the Page box in the upper |eft.
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There are two means to select a project and associated action. You can scroll to a
project and select an action from the Project Action drop down list, or select a
project and action from the Quick Launch bar.

= How to perform the function

To use the Quick Launch bar:
= Select afunction from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select the function from the Project Action drop down box
= Click GO

= Notes

The default sort order is aphabetical order by Secretariat, Agency, and Project
Title.

For a primary sort of Estimate At Completion (EAC) or Evauation, select Default
for the Secondary sort.

A Printer Friendly version of the Project List pageis available by clicking the
printer icon next to the title of the Project List page.
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Viewing Status Reports
= Overview

Status reports convey the key status information about a project. The Status
Report page presents the status indicators and comments for five key project
management measures. performance, cost, schedule, scope, and risk. The page
displays the agency, Secretariat, and Secretary of Technology review dates and

comments.
Status Report &

Project Infarmation ... view the project hackground
VWorking Title: WsP
CARS Project Code: 01234
Repaorting Period: April 2002
Agency: Department of Technalogy Planning
Secretariat: Technology
Life Cycle Category: Active (Phased)
Planned Start Date: 14401

Planned Completion Date: 12/20/02

Estimate at Completion (EAC): 35,000,000

Project Manager{s) /Phone:  George Williams /Phone 804-371-2771
Project Status

Key Status Indicators Frevious  Cubtant Comment

Status Status

Iz the project an frack fo meet planned business goals and the associaled

measures of success? *
Are the costs within planned budget? 4
I the project on scheduie? 4
Does the profect remain within the approved scope? S
s the project being managed fo minimize or mitigate the identified Nsks? 4

Satus Report Page
= How tolaunch the function

Status Reports are selected from the Project List page.

= How to perform the function

To use the Quick Launch bar:
=  Select “View Status Reports’ from the first drop down box
=  Select the project from the second drop down box
= Click GO
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To use the Project Action box:
= Scroll or page to the project of interest
=  Select “View Status Reports’ from the Project Action drop down box
= Click GO

Either action displays the Status Report List page, which provides a chronological
list of status reports and their approval status. To display a Status Report, click on
the report date in the Reporting Period column.

Status Report List @
: ; Report Creation | Draft Complete by Approved by Evaluated by Hovinwad by
Reporting Period Date Project Manager Agency Proponent Secretary Of
Secretariat Technology
Many 2002 MWay 27, 2002 &5 &5 Ke» B3Nz I}
June 2002 July 13, 2002 a5 es 4 2E02 Mo

Satus Report List Page

= Notes

If evaluated by the sponsoring Secretariat, the status reports for the past two
months can be viewed directly by clicking on the evauation arrow shown on the
Project List page.

If a status report has a Microsofta Project file attached to it, a Microsofta Project
fileicon will be displayed.

Microsofta is aregistered trademark of the Microsoft Corporation.

Verson 1.1
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Viewing Detail Status Reports
= Overview

Each Key Status Indicator on the Status Report has an associated Detail Status
Report that presents additional information and comment.

= How tolaunch the function

Each Key Status Indicators on the Status Report is linked to an associated Detail
Status Report

= How to perform the function

On the Status Report page, click on the Key Status Indicator question to display
the associated Detail Status Report.

= Notes

You can use the navigation links at the bottom of each Detail Status Report to go
to other Detail Status Reports or return to the Status Report.
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Viewing Background I nformation
= Overview

The Project Background page describes the project and provides baseline,
contractor, contact, and Oversight Committee information.

Project Background @
Identification
Agency, University of Virginia
Secretariat: Education
Formal Title: Integrated Systems Project
CARS Project Code: Mot Set
Warking Title: ISP

The UNVa. Integrated System Project is a five-year efford to replace obsaolete core technology
and business systems in the areas of financial, human resources and student services with an

Description: Enterprise Resource Planning (ERF) system, a state-of-the-art group of integrated softiare
applications that will effectively and efficiently support the core missions of the University:
teaching, research and public senvice.

Categony: Active
Wehsite: hittes: A wirgdinia. edufispd
Baseline Information:

Increased efficiencies and effective operations. Improved customer service. Better ability to

Dbjeetuust: adapt to growth and change.
Scope: Oracle Financials, HR/Payroll, Fixed Assets, Student, and Training Administration systems.
[V & W Strategy: The Garner Group reviews the status of our project every quarter.

Project Approval Request
Date:

Date Approved by 81151999
Secretary of Technologw.
Project Background Page

7i30H895

= How to launch thefunction

The Project Background page can be selected from the Project List page or the
Status Report page.

= How to perform the function

To use the Quick Launch bar:
= Select “View the project background” from the first drop down box
= Select the project from the second drop down box
= Click GO
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To use the Project Action box:
= Scroll or page to the project of interest
=  Select “View the project background” from the Project Action drop down
box
= Click GO

From the Status Report page, click the “view project background” link at the top
of the Project Information section.

= Notes

None
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View Status Report History
=  Overview

The Status Report History report displays the status of a project over a period of
time. The report includes the Sponsoring Secretariat Evaluation, and al the
rankings for each status indicator question.

= How to launch the function
The Status Report History page can be selected from the Project List page.
= How to perform the function

To use the Quick Launch bar:
= Select “View Status Report History” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “View Status Report History” from the Roject Action drop down
box
= Click GO

After navigating to the “ Status Report History” page, select the beginning date of
the report and click the GO button.

Status Report History

Wiew Status Report History for the current project starling at | September x| 2001 =] ED_!

Satus Report History — Select starting date
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Commonwealth Major IT Project Status Report Dashboard
Status Report Timeline

forProject Title
Close Window |

February |March |April | May [June | July | August| September | October | November | December | January

2002 | 2002 |2002 2002 {2002 2002 | 2002 2002 2002 2002 2002 2003
Sponsoring
Secretariat 4 | 4
Evaluation
Perormance 4 | 4
Cost 4 | 4
Scheduls 4 | 4
Seope 4 | 4
Risk 4@ | 4

Satus Report History — Satus Report History Report
= Notes

None
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Managing Personal | nformation

Overview

The Manage Persona Information page enables you to edit your persona
information (name, phone number, and email address) and change your password.

How to launch the function

Click on the “Manage Y our Information” link in the navigation bar located at the
top and bottom of most pages.

How to perform the function

To change your personal information, edit the text boxes under the section labeled
“Update your Personal Information” and then click GO (below the Email box).

To change your password enter a new password in the New Password text box,
repeat the password entry in the Password Confirmation box to confirm your
password, and click GO (below the Password Confirmation box).

To remove changes prior to clicking GO, click RESET.

Update your Personal Information ©

Usemames

First Narne [Johr

Last Mamne |Doe

Phone |s04-586-5555

Email !sumeune@state.va.us

EI Feset I

Change Your Password

Mews Fassword I

Fassword Confirmation ]

El Feset |

Manage Personal Information Page

Verson 1.1
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= Notes

Passwords must be between 4 and 10 alphanumeric characters. Special
characters, such as ! @#$% " & * ()<>7.,: can be used, ard are encouraged.
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Using Online Help
= Overview

Online Help is a context sensitive help system that is used to explain functions
and help users perform those functions throughout the Dashboard.

= How tolaunch the function

Online Help can be launched two ways. There is a Help link at the top and
bottom of most pages. There are question mark icons placed strategically
throughout the dashboard for the context sensitive function.

= How to perform the function

For genera help, use the functions at the top of the help page to select a help
category:
«  Overview: Description of the major Dashboard €l ements
= Definitions. Definitions of common input format, data elements, and
status indicators
« Actions. Description of the actions that can be performed
= Show All: List all the help articles in alphabetical order by category

Commonwealth Major IT Projects Status Dashhoard H E L P 2
Back Qwerview | Definitions | Actions | Show Al Fonward
Online Help — Navigation

Context sensitive help displays the definition or action specific to the context.

Project List®
Online Help — Context Sensitive Help Icon

= Notes

The Online Help system is al'so User-Specific. If you have logged in as a Project
Manager, you will not be able see a help article for approving a status report.
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Role Specific Functions

Create Status Reports (Project Manager)
= QOverview

Status reports are created by the project manager through the Status Report
Wizard. This sevenstep process leads you through a series of metrics and
questions to develop a ranking for each of the five project Key Status Indicators
(KSl). The definitions of the KSI are provided in Appendix A.

= How to launch thefunction

The create function is selected from either the Quick Launch bar or the Project
Action drop down list on the Project List page. The function launches the Status
Report Wizard.

= How to perform the function

To use the Quick Launch bar:
=  Select “Create a Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
=  Select “Create a Status Report” from the Project Action drop down
box
= Click GO

Step 1 — Select Report Period
= Select the status report month and year from the drop down boxes
= Click “Save & Continue”

Welcome to the Status Report Wizard €@
You need to answer a series of questions in order to create or edit the Status Report

This wizard will take you through 7 steps. Fyou would like to take a look at the questions click
here.

[January = |2001 =] Sawve & Continue
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Satus Report Wizard Sep 1 Page

Step 2 — Rank KSI “Is the project on track to meet the planned performance
requirements as reflected in the measures of success?’

= The page displays the current measures of success.

= Click on the button next to each measure of success to indicate
progress on meeting the performance measure.

= Provide a comment in the box next to each indicator, up to 400
characters. A comment isrequired if the indicator is yellow (warning)
or red (problem).

= Answer the three Detailed Status Questions if the information
displayed is no longer accurate.

= Click the button in the Key Status Indicator Question block that
represents your assessment of the project with respect to the KSI.

= Provide a comment in the box next to the indicator, up to 400
characters. A comment isrequired if the indicator is yellow (warning)
or red (problem).

= To continue to the next step, click “ Save and Continue’

= To restore the contents of the page to the previous values, click
“Reset”

= To exit the Status Report Wizard, click “Do Not Save and Stop”.
Work on the status report can be resumed by using the “Edit a Status
Report” function.

Currently Defined Measures of Success Onj-l'/:rtack Waf?ing Pr;tem Eﬁﬂ:&;ﬂfﬁfgﬁgﬁf At
Improved access to agency data, o o c ﬂ
Reduced steps from transaction start to finish. o o & ﬂ
Faster response 1o changes in state and federal regulations. (@ C o ﬂ
Reduction in submission of of inaccurate fransactions. o o & ﬂ
Measure of success o G c ﬂ

Satus Report Wizard Step 2 — Measures of Success
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Detail Status Questions Comment
Do the measures of success incorporate input from users and customers? nas ﬁ
On what date were the Measures of Success approved by Agency Management? b ﬂ
On what date were the Measures of Success validated by the Secretaniat Oversight Commmittee? n/a ﬂ

: . T & 4 Comment (required If status e
Key Status Indicator Question On Track Warning Problem Warning or Probier)
|s the project on track to meet planned business goals and the - P - | =]
associated measures of success? e

Sawve & Continue | Reset | Do Not Sawve & Stop |

Satus Report Wizard Step 2 — Detail Status Questions & Key Satus Indicator

Step 3 — Rank KSI “Are the costs within the planned budget?’

=  The page displays planned costs as estimated at the start of the project,
and the planned and actual costs to date from the last status report.

= Update the cost entries in the Planned Cost to Date and Actua Cost to
Date columns. Costs can be entered as numbers or with punctuation
(B XXX, XXX.XX)

= Answer the four Detailed Status Questions if there was a significant
unplanned expenditure during the month or if the information
displayed is no longer accurate. For the fourth question, enter the date
of the last valid cost or budget report.

= Click the button in the Key Status Indicator Question block that
represents your assessment of the project with respect to the KSI.

= Provide a comment in the box next to the indicator, up to 400
characters. A comment isrequired if the indicator is yellow (warning)
or red (problem).

= To continue to the next step, click “ Save and Continue”

= To restore the contents of the page to the previous values, click
“ Resat”

» To exit the Status Report Wizard, click “Do Not Save and Stop”.
Work on the status report can be resumed by using the “Edit a Status
Report” function.
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Planned & Acutal Costs - Description about Cost Breakdown
Planned Cost
: Biannad Planned Cost Planned Cost Fiannad  :Blennisd Soat Planned Cost Actual Cost
Categaries Cost (FY2003)  (FY2004) Cost — ForNedtd =" te To Date
(FY2002) (FY2005) Years

Hardware F40,000.00  $2,000,000.00 $1,000,000.00 $0.00 32,040,000 00 |1EIIJDDD |1200EIU
Internal Staff $50,000.00  $40,000.00  30.00 $0.00 $40,000.00 ]25E|DDD |EDDDDD
Maintenance $0.00 $0.00 $0.00 $0.00 $0.00 360000 360000
Services $0.00 $0.00 $0.00 $0.00 $0.00 [1z00000 2000000
Software $0.00 $0.00 $0.00 $0.00 $0.00 [1200000 [1195000
Telecommunications  30.00 $0.00 $0.00 $0.00 $0.00 2800 {30000
Training $0.00 $0.00 $0.00 $0.00 $0.00 275000 200000
Other Costs $0.00 $0.00 $0.00 $0.00 $0.00 IEEDDD |1 2000
Total $90,000.00  $2,040,000.00 $1,000,000.00 $0.00 $2,130,000.00

Project Cost - The total estimated costto provide the business driven, technalogy-based product or service. The costincludes

the procuremert, installation, management, maintenance, training, and suppart costs, a3 wel a3 internal stafing costs, during he

current and fallauwing bientium in which the project is autharized. Internal stafing costs include the salaries and benefts of

employees assigned at least part ime 1o the project.

Satus Report Wizard Step 3 — Planned & Actual Costs

Detail Status Questions Comment
T . 3 : 3 n/a .ﬂ
Mote the nature of and amount of significant unplanned expenditures during the repoding period. i
On what date were the Planned Costs approved by Ageney Management? nhe ﬂ
On what date were the Planned Costs validated by the Secretariat Oversight Committes? nia i‘l
Reporting date for Actual Cost to Date. B iij
; : 43 & +  Comment (required if status is
Key Status Indicator Question On Track Warning Problem Warning o Probierr)
Are the costs within the planned budget? L& o o | ill
Sawe & Continue | Reset | Do Mot Sawve & Stop |

Satus Report Wizard Step 3 - Detail Status Questions and Key Status Indicator

Step 4 — Rank KS| “Is the project on schedule?’
= The page displays the schedule milestones in two sections, Baseline
Indenture Level-1 Milestones approved by the Oversight Committee
and Significant Indenture Level-2 Milestones for the Next Six Months.
= To update baseline milestones:
= Baseline milestones and Approved Planned Completion Dates
cannot be changed within a status report. If a milestone planned
completion date has changed from the approved date, enter the
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current planned completion date in the appropriate box and provide
acomment.
= |If amilestone has been completed, note the actual completion date
in the appropriate box and provide optional comment.
= To update significant milestones for the coming six months:
= Enter completion dates and optional comments for milestones
completed during the reporting period.
= Delete or replace milestones completed in previous reporting
periods.
= Add new milestones and current planned completion dates for the
coming six months.
= Answer the two Detailed Status Questions if the information displayed
is no longer accurate.
= Click the button in the Key Status Indicator Question block that
represents your assessment of the project with respect to the KSI.
= Provide a comment in the box next to the indicator, up to 400
characters. A comment is required if the indicator is yellow (warning)
or red (problem).
= To continue to the next step, click “ Save and Continue”
= To restore the contents of the page to the previous values, click
“Reset”.
» To exit the Status Report Wizard, click “Do Not Save and Stop”.
Work on the status report can be resumed by using the “Edit a Status
Report” function.

Version 1.1 Page 26 of 47 September 19, 2002



Commonwealth Major IT Project Status Report Dashboard
User Manual

||!Base|ine Indenture Level-1 Milestones (Approved by the Oversight Committee)

Approved | Current Actual
: o Planned Planned :
Milestone Description . . Completion |Comment
Completion Completion Date
Date Date
|||Initia| development of software configuration files 104102
FFJ”O-W—Up meeting - Region 1 (Salem District) - PE 101102
Division
Follow—_up meeting - Reqion 2 (Fredericksburg District) - 105102
PE Diwision
Fpl!o_w—up meeting - Region 3 (Richmond District) - PE 105109
Division
Follgw—up meeting - Region 1 (Salem District) - Road 105102
Design
Follow-up meeting - Region 2 (Fredericksburg District) - {0M002

Road Design

Follow-up meeting - Region 3 (Richmond District) - Road

S 1045002
| Test conversion of 1Grds Project data fo GEOPAK 11712102
|||Fina|ize development of software configuration files 11202
| UAT of software configuration files 1210/02
|||Acceptance of Custom Training Manuals 2H103
| Project Completion Date /5105

Satus Report Wizard Sep 4 — Baseline Indenture Level-1 Milestones

Significant Indenture Level-2 Milestones for Next Six Months

Current

Planned A
Milestone Description . Completion Comment

Completion

Date
Date

Milestone 1 [3/5/2002  [47e002002  [Test
Milestone 2 [3rz02002  [3r20/2002 |
Milestone 3 [3/z5p2002  [45/2002  |Comment

Satus Report Wizard Sep 4 — Sgnificant Indenture Level-2 Milestones
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Detail Status Questions Comment

i 2 n/a ;I
On what date were the Critical Path Milestones approved by Agency Management? #l
On what date were the Critical Path Milestones validated by the Secretariat Oversight Committee? HLE ill
. . 4 & L 4 Comment (required if status is

Key Status Indicator Question On Track Warning Problem Warning or Detsil
; -
Is the project on schedule? & & o ®

| Sawve & Continue I Reset | Do Mot Save & Stop |

Satus Report Wizard Step 4 — Detail Satus Questions and Key Satus Indicator

Step 5 — Rank KSI “Does the project remain within the approved scope?’

Answer the questions in this step only if there has been a significant
change in the project scope since the last status report. If the project
remains within the approved scope:

= Scroll to the bottom of the page

= Click the“On Track” button

= Click “Save & Continue”

If there has been a change in the approved scope:

= State the date the change was approved.

= Enter adescription of the scope change, up to 400 characters.

= Summarize the reason for the change, up to 400 characters.

= Note the impact of the change, up to 400 characters.

Click the button in the Key Status Indicator Question block that
represents your assessment of the project with respect to the KSI.
Provide a comment in the box next to the indicator, up to 400
characters. A comment is required if the indicator is yellow (warning)
or red (problem).

To continue to the next step, click “ Save and Continue”

To restore the contents of the page to the previous vaues, click
“Reset”.

To exit the Status Report Wizard, click “Do Not Save and Stop”.
Work on the status report can be resumed by using the “Edit a Status
Report” function.

Verson 1.1
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NOTE: The questions in bold are Key Sfatus Indicator Questions. The Status Defail Ifetrics precede each Key
Status indicator Question and should he answered prior fo completing the Key Status Indicator Question.
Detail Status Questions Comment
[f the project scope has changed since the last reporting penod, please answer the following:
Date change approved: e =
=
Description of the change: il =
=
Reason for the change: e ﬂ
Impact of the change, paricularly on the cost and schedule baselines: i ﬂ
; ; 4 & L 4 Comment (required T status Is
Key Status Indicator Question On Track Waming Problem Warning or Problem)
Does the project remain within the approved scope? o o (o | ﬂ
Sawve & Continue | Reset | Do Mot Sawe & Stop |

Satus Report Wizard Step 5 — Detail Status Questions and Key Status Indicator

Step 6 — Rank KSI “Is the project being managed to minimize or mitigate the
identified risks?’
= The page displays the top five risks reported in the last status report.
= To update the probability of occurrence for arisk, enter the new value,
in percent form, in the second column. If the risk has materialized,
enter 100%.
= Toadd or replace arisk:
= |n the first column, enter a description of the risk, up to 300
characters.

» |n the second column, enter the probability that the risk will occur,
in percent form.

= In the third column, describe the impact on the project if the risk
materializes, up to 300 characters.

= |nthe fourth column, note the mitigation strategies to be employed
if the risk materializes. Up to 400 characters.

* |nthe Detail Status Questions, note the risks that dropped off the top
five list and state the reason why; 400 character limit. Answer the two
questions if the information displayed is no longer accurate

= Click the button in the Key Status Indicator Question block that
represents your assessment of the project with respect to the KSI.

= Provide a comment in the box next to the indicator, up to 400
characters. A comment is required if the indicator is yellow (warning)
or red (problem).
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= To continue to the next step, click “ Save and Continue”

= To restore the contents of the page to the previous vaues, click
“Reset”.

= To exit the Status Report Wizard, click “Do Not Save and Stop”.
Work on the status report can be resumed by using the “Edit a Status
Report” function

OTE: The questions in bold are Key Status Indicator Questions. The Sfatus Detail Metrics precede each Key Status
iIndicator Question and should be answered prior fo completing the Key Status Indicator Question.

Risk Assessment - List the top & risks and their probability of ocecurrence, impact, and the mitigation strategy.

# Risk i;iifg:g;or Impact Mitigation Strategy

1 A — - =
= I [ -

2 & I = =
H .2 .-

5 H— B B
[ - < [~

’ | — = B
H ¥ ./

; BH— B =
= = [~

Satus Report Wizard Siep 6 - Risk Assessment

Detail Status Questions Comrment

Mote any risks that dropped off the top 5 list since the last reporting period and the reason why. n/a ﬂ

On what date was the Risk Assessment reviewed by Agency Management? n/a ﬂ

On what date was the Risk Assessment reviewsd by the Secretariat Oversight Committes? n/a ill

4 & 4 Comment {required If status iz
On Track VWarning  Problem |Waming or Detaif

- |

Is the project being managed to minimize or mitigate the
identified risks?

o &

Sawe & Continue | Feset | Do Mot Sawve & Stop |

Satus Report Wizard Step 6 — Detail Status Questions and Key Satus I ndicator

Step 7 — Step 7 gives the ability to attach a Microsofta Project file to the status

report. If aMicrosofta Project file is attached the Microsofta Project file icon
will be displayed at the bottom of the Schedule Detail Status Report.

To upload afile click the hyperlink labeled “ Status Report File Manager”. Input a
friendly name for the file that will be displayed on the Status Report page. Click
the browse button to locate the Microsoft Project file you would like to upload.
After selected the Microsoft Project file click the “OK” button, then click the

Verson 1.1
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“Upload” button. A message will be displayed stating the file has been uploaded
successfully.

To delete an uploaded file click the hyperlink labeled “ Status Report File
Manager”. Click the hyperlink labeled “delete this file” for the file you would

like to delete. A message will be displayed stating that the file has been deleted
successfully.

Status Report Wizard - Step 7 of 9

If you would like to attach any Microsoft Project Files (*.mpp) to this Status Report use the Status Report File Manager hyperlink
brelow.

You may upload up to 2 documents per Status Report. A file cannot be over 1 megabyte (MB) in size.

The Microsaft Project File will be displayed on the Schedule Detail Status Report.

Status Report File Manager

If you are done with the Status Report File Manager click "Save & Continug" to go to step &

Sawe & Continue |

Satus Report Wizard Sep 7 — Upload Microsofta Project files

-} Status Report File Manager - Microsoft Internet Explors -0} x|
| Status Report File Manager E]
Document Name Delete
Test File 1 delete this file

Choose a file to upload

Friendly Mame of File |

Location of File | _ Browse.. |

Upload | Close Window

Satus Report Wizard — Satus Report File Manager
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Step 8 — Step 8 allows the Project Manager to mark the report as complete.
Marking the status report complete sends a pre-formatted email to the agency
Sponsor/Head listed in the project background.

Status Report Wizard - Step 8 of 9

To mark this draft as complete and ready for agency review and approval please check the box labeled "Draft Status Report
Completed" and click the "Save & Continue" button belowm,

Marking the draft a5 complete sends an automatic email to the agency sponsor of the project The draft remains available for
edit

If this draft is not ready for agency review & approval, click the "Save & Continue" button, without checking the box labeled "Draft
Status Report Completed”.

™ Draft Status Report Completed
Save & Continue

Satus Report Wizard Step 9 — Draft Status Report Completed

Step 9 — Step 9 confirms completion of the Status Report. Y ou can choose to
view the status report or return to the project list.

= Notes

When creating a status report, if there is an agency approved status report within
the last six months, an intermediate step will be displayed between steps 1 & 2 of
the Status Report Wizard, enabling the project manager to copy the pertinent
baseline data into the draft report.

A datus report has a limit of 2 Microsofta Project files that can be attached.
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Edit Status Reports (Project Manager)
= QOverview

A draft status report that has not been approved by the agency sponsor can be
edited through the Status Report Wizard.

= How to launch the function

The edit function is selected from either the Quick Launch bar or the Project
Action drop down list on the Project List page. Selecting the Edit a Status Report
function launches the Status Report Wizard. After selecting the report to edit, the
Status Report Wizard presents each page of the selected report for editing. For a
detailed description of the Status Report Wizard, see the section Create a Status
Report.

= How to perform the function

To use the Quick Launch bar:
= Sdlect “Edit a Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Edit a Status Report” from the Project Action drop down box
= Click GO

Step 1 — Select the draft report to be edited

= |dentify the draft report by selecting the month and year from the drop
down boxes.
= Click “Save & Continue”

Steps2-9
= Follow the actions described in the Create a Status Report section,
editing the information presented as required.

= Notes

Only draft status reports can be edited. Once the agency sponsor approves a status
report, it cannot be altered.
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Delete Status Reports (Project Manager)
= QOverview

A draft status report that has not been approved by the agency sponsor can be
deleted and removed from the Status Report List.

= How tolaunch the function

The delete function is selected from either the Quick Launch bar or the Project
Action drop down list on the Project List page. After selecting the report to delete
from the Status Report List page, you are asked to confirm the deletion.

= How to perform the function

To use the Quick Launch bar:
=  Sdect “Delete a Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Delete a Status Report” from the Project Action drop down
box
= Click GO

Either action displays the Status Report List page, which provides a chronological
list of status reports. To delete a draft status report:

Click on the report date in the Reporting Period column

Respond to the delete confirmation by clicking YES

" Notes

Only draft status reports can be deleted. Once the agency sponsor approves a
status report, it cannot be deleted.
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Manage Oversight I nformation (Project Manager)
= QOverview

This function enables the project manager to maintain information related to the
Oversight Committee, including meeting dates and the chair of the Committee.

=  How tolaunch the function

This function is selected from either the Quick Launch bar or the Project Action
drop down list on the Project List page.

There are two parts to managing Oversight Information. You can manage the
meetings or the Oversight Chair Persona Information To manage meetings click
on the link labeled “Manage Oversight Committee Meetings’. To manage
Oversight Committee Chair Information click on the link labeled “Update
Oversight Committee Chair Information”.

Manager Oversight Committee Information

Manage Owersight Committee Meetings Update Oversight Cormrittee Chair Information

The links above are to help you manage Oversight Committes information. YWhen your Oversight Committee meets you need to
log this via the link abowve tiled "Add New Mesting". All Owersight Committee information is loaded from the PIR Process. The
only information we retain is when the meetings are and whao is the chair person. If the Chair person of yvour committee changes
please take advantage of the link above "Update Oversight Committee Chair Information”. 7]

Manage Oversight Committee I nformation Page

= How to perform the function

To use the Quick Launch bar:
= Select “Manage Oversight Information” from the first drop down box
=  Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Sdlect “Manage Oversight Information” from the Project Action drop
down box
= Click GO
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To manage Oversight Committee meeting dates:
= Click the “Manage Oversight Committee Meetings’ link
= To enter ameeting date, enter the date in the box labeled “Add New
Meeting” and click GO

Manage Oversight Committee Meetings

Meetings Held
1 2282002 Next Scheduled Meeting
2. 3202002 4142002
Update Next Scheduled Meeting
Add New Meeting Date (MM/DDACYYY) far14p2002
Date (MM/DDA™YYY) i EI Ee |
EI Reset |

Oversight Committee Meetings Page

To update the Oversight Committee chair information:
= Click the “Update Oversight Committee Chair Information” link
= Modify the fields necessary to make the change
= Click GO

Oversight Committee Chair Information

Update Committee Chair Information

First Name |Geurge

Last Mamne  [Mewstrom

Fhone |ED4-?BE-5244

Email |gnewstrom@gov.state.'

E' Feset I

Oversight Committee Chair Information Page
= Notes

None
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Manage Contractor I nformation (Project Manager)

= Qverview

The Dashboard alows project managers to enter in one primary and two
secondary contractors and contract values for each project.

= How tolaunch the function

This function is selected from either the Quick Launch bar or the Project Action
drop down list on the Project List page.

= How to perform the function

To use the Quick Launch bar:
= Select “Manage Contractor Information” from the first drop down box

= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Manage Contractor Information” from the Project Action drop
down box
= Click GO

To add or modify contractor information:
= Enter in the name of the contractor in the Contractor Name filed

= Enter the value of the contract in the Contract Vaue field
= (Click GO

Manage Project Contractor Information

Flease provide Contractor Information for the project
Input the Primany and, if appropriate, up to two Secondary Contractor Names and Contract Values.

Type Contractor Name Contract Value

Primary I |

Secondary I !

Secondany I |

El Reseat |

Manage Project Contractor Information Page
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= Notes

The contractor name cannot exceed 50 characters.
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Approve a Status Report (Agency Sponsor)
= QOverview

The Agency sponsor approves the draft status report created by the project
manager. Once approved, the approval date and any comment are displayed in the
Project Oversight section of the status report.

= How to launch thefunction

This function is selected from either the Quick Launch bar or the Project Action
drop down list on the Project List page.

= How to perform the function

To use the Quick Launch bar:
= Select “Approve Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Approve Status Report” from the Project Action drop down
box

= Click GO

From the Status Report List page, under the Reporting Period column, click the
status report you want to approve, typically the most recently dated entry.

Scroll to the bottom of the Status Report page. Input a comment for the Status
Report and click the “Go” button.
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Project Oversight

Agency Approval
Date Comment

Secretariat Evaluation
Date Evaluation Comment

Secretary of Technology Review

Date Comment
COmment
Appruve This Repurt Project is within budget. I approwve the project.| _ﬂ_!
=
Satus Report Page

Notes

The approval comment cannot exceed 3000 characters.

Once the Agency approves the status report, the report can no longer be changed
or edited.

Also once the Agency approves the status report, an automatic email goes to the
Oversight Chair (Sponsoring Secretariat) of the project stating that the status
report has been approved.

Verson 1.1
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Evaluate a Status Report (Secretary)
= Qverview

The Secretary or assigned Deputy Secretary of the sporsoring Secretariat
evaluates status reports approved by the agency sponsor. Once evaluated, the
evauation date, overall project evaluation indicator, and any comment are
displayed in the Project Oversight section of the status report. The overal
evaluation indicator for the previous two status reports is also displayed in the
Project List page.

= How to launch thefunction

This function is selected from either the Quick Launch bar or the Project Action
drop down list on the Project List page.

= How to perform the function

To use the Quick Launch bar:
= Sdect “Evaluate a Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Evaluate a Status Report” from the Project Action drop down
box
= Click GO

From the Status Report List page, under the Reporting Period column, click the
status report you want to evaluate, typically the most recently dated entry.

Scroll to the bottom of the Status Report page. Click the button of the indicator
that corresponds to your overall evaluation of the project and, if desired, enter a
comment. Click the “Go” button.
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Project Oversight

Agency Approval
Date Comment
B/1952002 Project is within budget. | approwe the project

Secretariat Evaluation
Date Evaluation Comment

Secretary of Technology Review

Date Comment
: 3 & ¥ Comment
Evaluate This Report = El
= e &
| |
Satus Report Page
= Notes

The evaluation comment cannot exceed 3000 characters.
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Comment on a Status Report (Secretary of Technology)

= Qverview

The Secretary of Technology can view and comment on status reports evaluated
by the sponsoring Secretariat.

= How to launch thefunction

This function is selected from either the Quick Launch bar or the Project Action
drop down list on the Project List page.

= How to perform the function

To use the Quick Launch bar:
= Select “Comment on a Status Report” from the first drop down box
= Select the project from the second drop down box
= Click GO

To use the Project Action box:
= Scroll or page to the project of interest
= Select “Comment on a Status Report” from the Project Action drop
down box
= Click GO

From the Status Report List page, under the Reporting Period column, click the
status report to view and comment; typically the most recently dated entry.

Scroll to the bottom of the Status Report page. Click “Review Completed
Without Comment” to review the status report without a comment, or click
“Review Completed With Comment”, input a comment, and click the “Go”
button on the right.
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Project Oversight

Agency Approval

Date Comment

942402 Approved

Secretariat Evaluation

Date Evaluation Comment
9/4/02 A OK. Peter Blake

Secretary of Technology Review
Date Comment

" Rewiew Completed Without Cormment
= Review Completed With Comment

Cumment On This Cnmment .G_D]
Report Flace Comment Here =
=
Satus Report Page
= Notes

The comment cannot exceed 3000 characters.
Once the status report has been reviewed, an automatic email is sent to the Project
Manager, Agency Head/Sponsor, and the Oversight Chair (Sponsoring

Secretariat) of the project alerting them that the Secretary of Technology has
reviewed the status report.

Version 1.1 Page 44 of 47 September 19, 2002




Commonwealth Major IT Project Status Report Dashboard
User Manual

Appendices

Appendix A: Key Status I ndicator Definitions

1. Isthe project on track to meet the planned performarce requirements as reflected in the
measures of success?

4 - Yes

< - Warning, at least one measure of success may not be achieved.

¥ Problem, at |east one measure of success will likely not be achieved.

2. Are the costs within the planned budget?
42— Yes
<+ — Warning, actual project-to-date cost is less than 10% over planned project-
to-date cost.
A g Problem, actual project-to-date cost is 10% or more over planned project-to-
date cost.

3. Isthe project on schedule?
-Yes
& —Warning, the project is less than 10% behind schedule.
¥_ Problem, the project is 10% or more behind schedule.

4.Does the project remain within the approved scope?
—-Yes
& — Warning, the scope has changed, but the change does not alter the cost or
schedule baselines.
\ Problem, the scope has changed and the change impacts the cost or schedule
baselines.

5.1s the project being managed to minimize or mitigate the identified risks?
- Yes
<~ — Warning, the mitigating strategy for at least one risk has yet to effectively
manage the risk.
& Problem, the mitigating strategy for at least one risk has failed to manage
therisk.

Current Overall Project Status Indicator (Determined by the Oversight Committee)
4P — Ontrack.
<& —Warning, consider corrective action or monitor previous corrective action
¥ — Problem, immediate corrective action required.

(Indicators derived from the Commonwealth Mgjor IT Project Status Report Dashboard)
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Appendix B: Email Notification

Purpose of Email

Emailed To

Action Emailed On

To alert all Project
Managers their status report
isdue by acertain date.

All Project Managers

Emailed on first business
day of the month.

To aert Agency
Head/Sponsor their status
report has been completed.

Agency Head/Sponsor for
specific project

Emailed once the Project
Manager marks the status
report complete.

To alert Sponsoring

Sponsoring Secretariat for

Emailed orce the Agency

Secretariat their status specific project Head/Sponsor approves the
report has been approved. status report.
To alert the Project Project Manager, Agency Emailed once the Secretary

Manager, Agency
Head/Sponsor, and
Sponsoring Secretariat of
the review by the Secretary
of Technology.

Head/Sponsor, and
Sponsoring Secretariat for
specific project.

of Technology reviews the
status report.

To Project Manager,
Agency Head/Sponsor, and

All project members whose
status report has not been

1 day after the due date of
status report evaluations.

Sponsoring Secretariat to evaluated by the due date.
aert that the status report
has not been evaluated by
the due date.
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Appendix C: Reports

The Reports section is accessible via the top navigation. These are initia reports and
may be changed in the future.

Name: Executive Reports

Description: A report displaying the number of green, yellows, reds, and the EAC
(Estimate At Completion) of each project grouped by agency, secretariats,
with atotal summary count at the bottom of the report.

Availability: This report is available to the Secretary of Technology, and Sponsoring
Secretariat user classes. Thelist of agenciesis limited to the list of
agencies the user class has access to.

Name: Status Reporting - Progress

Description: Displays the status of status reports. It lists whether the status report has
been created, approved, evaluated, and reviewed.

Availability: Thisreport is available to the Secretary of Technology, Sponsoring
Secretariats, and Agency Heads/Sponsors user classes. Thelist of projects
is limited to the list of projects the user class has access to.
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